STATE ) - (\3//;0—27 ICE OF SECAETARY OF u-u-u-
OF A pp lTication or 1 DEPARTMENT OF ARCHIVES & HISTORY ‘,PME
RECORDS DISPOSITION STAND .

GEORGIA
IlSTRUCrIOl! See separate ingtructiona for camplctton of B TOR RECORDS MANAGEMENT DIVIBIOI use

RD RECORDS MANAGEMENT DIVIBION

= 1 Application Date
L)

August 26, 1971

2? Agency Application PFo.
.

2

3 AGRENCY, Divisicn, Bubdivision & Administering Office Address
State Department of Labor

Employment Security Agency, Unemployment Insuranse
Division, Employer Accounts Section, State Labor

front and reverse of this form. Sign original and two copies Date Recelved Application Wo. Date Cospleted

and forward to Department of Archives and History, Attention

SF- B 91 /7 SEP 17 19m

Records Management Officaer.

. Peggy D. White

Building, Atlanta, Georgia 3033L ~Vorvisg Tiiie LY
Records Location: In section & 1 P'tree Storage’ Supervisor 3061
T.KEIION REQUESTED
Eg ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. _ NO FURTHER ACCUMULATION ANTICIPATED.

-Incluuiv- Dates
April
1968 - to date

J-() What function performed resulted in creation of this series
.

9 EXACT sg'ru:s TITLE
. b

Employer~ Wage Summary Report Files (White chy)

This section of the Unemployment Insurance Division receives, examines, batches,
and maintains quarterly Wage Summary Reports. Establishes and maintains a
record of report delinquency. Endorses and banks all employer remittances, -
indicating distribution of delinquent remittance and reapplication of return
items. /Receives and prepares Forms 940-B and Schedules A for machine
certification (Immediate prior year only), manually certifies delinquents and
discrepants and returns to Internal Revenue Service Centers. /Initiates
adustments to taxable wages and base period wage credits. /Initiates new
entries and corrections from Daily Report to the employer name and address
computer tape and establishes penalty and interest dates in the machine record.

' GENERAL FILES UNIT: Establishes and maintains employer liability f11es by Aat.
No. & alphabetic cross reference file - name to Acct. No.

1_1_ DESCRIPTION OF SERIES - Include Porm Fo. & Form Title, if soy
L]

File consists of Form No. E.S.A.=4, "Wage Summary Report"
(Green Copy) and Form No. E.S.A.-4B "Continuation Sheet -
Employer's Report of Total Wages Paid to Each Employee." '
Both forms together constitute the "Wage Record Copy" as
filed quarterly by separate employers throughout the state.
Reports are grouped into batches and the batches are filed
in numerical order.

. BQUIPNERT OCCUPIED %o. of Dravers Cu. Ft. of Records Ro. of Drawers Cu. Ft. of Records

n * I.Etter--lle ?ue Drl&g Qt ‘ l 171 259

Legal-size Pile Dravers

White & Green

ARNUAL RATE OF ACCUMULATION
Copies 25 37.5

In Office(s} In Storage Area(s)

Floor Space Qceupisd {Square Feet)

Last Preceding§All Priocr
Year's Year's Years'

nent | Decrease
60 [to Approx.
L5 pefp day

By Annual Accumulation

AVERAGE DAILY REFERENCES

Form: AR-50-71




e Hmég

QUESTIONNAIRE Place an "x" in the proper column. If snsver s "YES," plesse explain -~ Y.EJS B ‘N?J
13. Is this the Record Copy of the series? . 'f] |
' !
: . . - |
1k. Is there a duplication of this series in another office or agency? y I n:
; I . ' ‘.
15. Iz the information contained in this series ever summarlzed or publlshed? [] W
Check on statistical summaries.’ ,
16. Does the series contain classified 1nformat10n requlrlng security handllng7 b [j

Secured by Federal Law. B
17. Does the series document policies and procedures of agency's. operatlon or function? [] X

18. Could the function be performed if the files were lost or destroyed? [] X
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? (1] M
Desirability of filming is being considered.
20. Does the record series prdvide data as input to an EDP file? M (]
 To facilitate accounting. 7 ‘
21. Does the record series contain documentation produced as EDP prlntout? [] b
22. Is the series affected by Federal or grant funds? , A '[]
' 100% federal funding.
23. Will there be & need for these records 10, 15 years from now? If yes, what? 11 o

24, REQUIREMENTS. The following requires the files to be kept ~—four--- years:

a.X]STATE ©b.[]STATUTE OF c.[]AUDIT d.[]FEDERAL e.[}ADMINISTRATIVE f.[]HISTORICAL
LAW LIMITATION - PERIOD LAW DECISION " VALUE

(Cite Law, Statute, or other reason for the retention requirement)
Section 14 of Employment Security Law as amended through March, 1968 Sub-

section 5h-650.

25, AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR ~[(JOTHER CALENDAR QUARTER ,then:

A. []Destroy immediately after cut off. ' |
"B.[{JHold in current files area = = =-month(s)/==-Two-<ear(s), then:
1 [Ipestroy.
2 [KTransfer to records center hold- two—-year(s) then:
a [KlDestroy
" b []Trensfer -historical material to Archives;
destroy remainder.
3 [IDestroy after audit (or ._year(s) after sudit).
C.[]JHold in current files area indefinitely. '
D.[]Ho%d-in current files area __year(s), then transfer to Archives permsnently.
E.[]Other : _

(Indtcate briefly rationale for recommendations above/or write additional remarks):
No further administrative value after U4 years.

(ATTACH SAWPLES OF THE SPRIES WHEN POSSIBLE

26 Toyenteory t-k_- by Reco B red by ppro{c for. D) igfon Date rde Manggenent fficer Date
oBaante 4, (s ‘e’/ﬂ@# eyl
] %

Recommendations ! Approved []Di‘sappro = A
- Dlrcctor. rehives & Riptgry at
in Paragraph 25 H’Appp\md [IDisapproved /&4)‘- _ 7-10-7/

Beecr, ry of State Date
are: [JApproved []Disapproved /5_ :
] i OverD of Georgila g‘@
DAApproved HD*S&DPNV“M i’éﬂ
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. STATE . . . GFFICE OF SECRETARY OF STATE
. - oF - A PP lication or 1 DEPARTHERY OF ARCHIVES & HISTORY

* o RECORDS DISPOSITION STAND

1 'Anll“'-“"' Date Husrﬁucnans! See saparate inatructions for complationm of |} FOR RECORDS MANAGEMENT DIVISION USE

August 26, 1971

RD RECORDS MANAGENENT DIVISION

2

3 AGEXCY, Division, Bubdivision b Administering Office Address oL ' ,_: 'Pg,rson_ to c?_ntnctr

eoords Management Officer.

tate Department of Labor T RIS Sy e
Employment Security Agency, Unemployment Insurance . :
Division, Employer Accounts Section, State Lgbor |- .Peggy D. White .

frant and reverse of this form. Sign original and tvo oopies Date Received Application ¥o. Date Completed

2,. Agency Application Bo. ﬂ:nd forward te bcpartmlnt of Arc’hiuzu and History, Ate-ntio:l: EP 8 197/,1 } ’ 7 SEP 1 7 197'

Building, Atlanta, Georgia 3033k Vorking Title G tel. Mo.

Records Location: In section & 1 P'tree Storage‘ SuPervisor 3061
ION REQUESTED

EE ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
.RECORD WILL CONTINUE TO ACCUMULATE ) NO_FUBTHER ACPUMULA?ION ANTICIPATED,

1' Inclusive Dmtes 9 .muc-r sz;rrrs TITLE - l : ‘
April : Empioyer% Wage Summary Report Files (White Copy)
1968 - to date M A z

lo Whet function performed resulted in c¢reation of this peries
. :

This section of the Unemployment Insurance Division receives, examines, batches,
and maintains quarterly Wage Summary Reports. .Establishes and maintains a
record of report delinquency. Endorses and banks all employer remittances,
indicating distribution of delinquent remittance and reapplication of return

. items. /Receives and prepares Forms 940-B and Schedules A for machine
certification (Immediate prior year only), manually certifies delinquents and
discrepants and returns to Internal Revenue Service Centers. /Initiates
adustments to taxable wages and base period wage credits. /Initiates new

" entries and cofrrections from Daily Report to the employer name and address
computer tape and establishes penalty and interest dates in the machine record.

No. & alphabetic cross reference file - name to Acct. -No. '

-

Ty

11 DESCRIPTION OF SERIES - Include Pors No. b Form Title, {f any ’
.

File consistg of - Form No.-E.S.A.3k, "Wage Summary Report"
(Green Copy) and Form No. E:S.A.-48  "Continuation Sheet -
Employer's Report of Total Wages Paid to Each Employee."
Both forms together constitute the "Wage Record Copy"

filed quarterly by separate employers throughout the state.
. Reports are grouped into hatches and the batches are filed
f in numerical order.

'
it
H

]— - S
A
2 - EQUIPMENT QCCUPIED Ho. of Drawvers Cu. Pt. of Records . ¥o, of Drawvers Cu., Ft. of Records
‘ White & Green
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f QUESTIONNAI RE Place an “x" icitihe—_proper column. If answer is "YES," pleese explain e Tl Y.ﬂs Ng
13. Is this the Record Copy of the series? ' : A [ﬁ 11 -
1k, Is there a duplication of this series in another office or agency? L [] [] -
1 f I
15. Is the information contained in this series ever summarlzed or pdblished* [] K
Check on statistical summaries. N T
16. Does the series contain classified 1nfbrmat10n reQulrlng securlty handllng? Q-ii'[ﬂ - []

Sécured by Federal Law.:
17. Does the series document pollcles and procedures of agency s, operation or function? [1 --pq

P
[P L=

18. Could the function be performed if the files were lost or destroyed? [ K
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1 X
Desirability of filming is being considered.

20. Does the record series prdvide data as input to an EDP file? ' @R, ]
.. To fac111tate _accounting. L I

21. @oes ‘the record serles contain documentation produced as EDP prlntout? Tes0 [1 'O

22. Is the series affected by Federal or grant fhnds”’ S A R 1]
. 100% -federal funding. . . - S

23. Will there be 4 need for these records,lo, 15 years from now? If1yes,'what?' 0 A®

o

-

2k, REQUIREI‘ENTS The followmg requlres the flles to be kept-—foﬁr——- years

4

a. X|STATE b []STATUTE OF e []AUDIT ' d []FEDERAL e, [}U\DMINISTRATIVE ' f. []HISTORICAL
LAW "LIMITATION - - PERIOD ~ *: LAW " DECISION - VALUE
- (Cite Law, Statute, or other reason for the retention requirement)
Sect1on 14 of Employment Securlty Law as amended through March 1968 Sub-
section 5L4-650. ey S o

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each ~[]CAIENDAR YEAR -[lFISCAL YEAR -[KJOTHER CALENDAR QUARTER ,then:

A.[]Destroy immediately after cut off.
. “B.[{Hold in current files area - = =month(s}/--Two-<ear(s), then:
1 [ ]Destroy.
2 DﬂTransfer to records center; hold-'two-u-year(s) then:_

RO |

2 Smee sl g KDestroy o~ mv“*’*%-—cc STl ) . : ---\i %
; o R []Transfer historical material ﬂo Arch1ve5".‘ :
; coe e s dedtroy remainder. T '° o -

'fear(s) after Hudit) "°5ﬁf

3 [IDestroy after audlt (o¥ -

C.[]Ho14d in currEnt files area 1ndefin1tely S -
D.[]Hold in current files area " :-yedr(s), then transfer to Archives permanently.

E.[]0ther . T e '

-J:‘Il"

(Indicate briefly rationale for recommendations above/or write additional remarks): | -
No further administrative value after 4 years.

— ___(ATTACH SAMPLE T E
Wnn by ( Recommenaationg r ﬁaudsbyOF HE vpr:if rosr,nwa Eoy_ DE?SS-ISLE Rpcyrds Manggencnt Fficer Date
Dl [ T
Recommendations g?igpxqied []Disapphé??é.. - s
b f . rector, Archives & Higtqgry T 7 at
m'ppzmd [Ibisapproved @wfé /M ) \F-r0-7/

Becy, ry of State - ) Date

1n Paragraph 25

are - | [JApproved []Disapproved -

overnooy of Qeorgis Date

MApproved [1Disapproved 4 | 7/

L= - e — e - I _
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Records Retention Schedule

/

DEPARTMENT OF LABOR

Employment Security Agency .
Unemployment Insurance Services Divisidh

Board of Review

The Board of Review administers,appeals under Unemployment Compensation;
Unemployment Compensation Federal Employees; Unemployment Compensation Ex-
Servicemen; Special Unemployment Assistance; Extended Benefits; and Federal
Supplemental Benefits Programs. The Appeals Tribunal conducts hearings and
renders administrative decisions on issues under established appeals procedures.

Appl
No
717=48=A

_ Description .
APPEAL DECISION FILE - Documents
relating to Unemployment Insurance
Appeals of monetary and non-monetary
determinations. Included are Board
of Review decisions and Referee
Decisions. File is arranged by
Docket Number.

DEPARTMENT OF LABOR

Employment Security Agency
Unemployment Insurance Services Division

Description
STATE UNEMPLOYMENT CLAIM FILES -

Documents relating to claimant claim
records. Included are ESA forms 403,
442FF, 851, 852, 157, 459, 439, 423,
413, 634 1027, 441L0. File is arran-
ged alpha by claimant name.

FEDERAL UNEMPLOYMENT CLAIM FILES -
Documents relating to claimant claim
records. Included are ESA forms 403,
442FF, 851, 852, 157, 459, 439, 423,
413, 634, 1027, 441L0, 499, 931. File
arranged alpha by claimant name.

FMPLCYER WAGE SUMMARY REPORT FILES -
Documents relating to wages paid and
taxes due to Department. Included are
ESA forms 4 and 4B (together forms
constitute "Wage Record Copy"). Re-
ports are grouped in batches of 50
and filed numerically by assigned
number.

Disposition
Record Copy: At end of each

month send to State Archives
for permanent retention.
Reference Copy: Cut off file
at end of each calendar year,
hold in current files area

3 years; then destroy.
APPROVED: 01/24/77

AMENDED: 02/05/79

Disposition
Cut off files at end of each
calendar quarter screening,
withdraw from active file at
end of benefit year, hold in
current files area 1 year;
then destroy.
APPROVED: 09/17/71

Cut off file at end of each
calendar quarter screening,
hold in current files area
4 years: then destroy.
APPROVED: 09/17/71

Cut off files at end of each
calendar quarter, hold in
current files area 2 years;
then transfer to State
Records Center, hold 2 years;
then destroy.

APPROVED: 09/17/71



